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IIpeanciaorue

1 PA3PABOTAH 3AO «llewtpansusiit opgeHa Tpynosoro KpacHoro 3uaMeHu
HAY4YHO-HUCCJIEHOBATENILCKHI H IPOCKTHLIH HHCTUTYT CTPOUTEIBHLIX METAIO-
KoucTpykuui um. H.I1. Menbnukosa» (3AO «LJTHHWUIICK um. Menbuukosan»)

2 BHECEH otaenom crannaptuzauuu (OC)

3 TIPUHAT w BBEJAEH B JEHMCTBHME IIpukazom 3A0 «JHUMUIICK
uM. Mensaukosa» o1 17 oktabpa 2007 1. Ne 263

4 B3AMEH CTII 20-02-

5 Pa3spabotka, cornacosaHue, yrBepxacHue, oOHoBeHHe (M3MEHEHNE UIIH NIEpe-
CMOTp) H OTMEHa Hacrosauwero crangapra npoussoaurca 3A0 «JHHUIICK
uM. MeabHuKoBay»

© 3A0 «IJHUUIICK um. Mensuukosay, 2007

Hactosuni cTaHaapT He MOXKeT ObITh NMONHOCTEH) MAM HaCTHYHO BOCIIPOH3BENEH, THpa-
XHPOBAH ¥ paclpoCTpaHeH B KayecTBe OdHuManbHOro usaaHua 0e3 paspemenms 3A0
«[JTHHHUTITCK 1m. MeabHHKOBa»
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Beejgxenue

Hactosdiuii cTaHaapT ABASACTCS OAHHM M3 HOKYMEHTOB CHCTEMBI MEHEIX-
MenTa KauyecTBa, AeicTrytoweit B 3A0 «[JHHUUIICK uM. MenbHukoBa», paszpabo-
TaHHOH Ha ocHoBe cepuu ctanaaptos HCO 9000.

Hacrodamuii cranaapt pazpaboran B passutue paszena 7 «[Ipouecchl xu3-
HeHHoro uukna npoaykudu» [['OCT P HCO 9001-2001 u crannapra opranusaunu
CTO CMK 01-2004 «PykoBOACTBO 110 KaYE€CTBY» H YCTAHAB/JMBACT NOPSAOK pa3-
pabOTKH, PA3MHUOKEHHUS, XPAHCHUA M 1LIOMCKA AOKYMEHTALUM.
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CTAHIAXAPT OPIAHH3AILNHU

CHucTeMa MeHeIKMeHTa Ka4YecTBa

PA3PABOTKA, PASMHOKEHHWE, XPAHEHMUE,
[OUCK NOKYMEHTAIIUU

[lopsapok npoBeaeHud

YrBepxkiaed W BBemed B geiictBue Ilpukasom 3A0  «IIHHMHUIICK
M. Menbruxkosa» ot 17 oktadbps 2007 r. Ne 263

Jata eBeaenusn - 2007-11-01

1 ObnacTb npuMeHenUs

HacToswuii crangapt yctaHapnMBaeT NopALoK M TpebosaHus k paspadborke,
Pa3sMHOKEHUIO, XPAHECHUID M NOHCKY MPOEKTHOM, KOHCTPYKTOPCKOM, Hay4HO-
TEXHHUYECKOH, HOPMATUBHON H JIpYroi JOKyMEHTaluH (l1anee — JOKYMCHTALUug).

Cranpapt obsizaresieH 1 BCex nNOApasjie/ieHUit HHCTHTYTa, OCYILECTBIIAI0-
LIUX pa3paboTKy, pasMHOXKEHHE, XPAHCHHUE M MOUCK JOKYMEHTALMH.

2 HopMaTuHbI€ CCbUIKH

B nacToswmem ctanzapte HCNONb30BaHbl CChUIKH HA CIEAYIOUIHE HOPMATUB-
HbIE JOKYMEHTHI:

I'OCT P 1.5-2004 Craunaptuszauus B Poccuiickoil @enepauuu. CTanaapTsl
HauvoHaneHble Poccuickoit Pepepauuu. llpaBuiia NOCTPOCHUSs, H3INOKEHUA,
oopmicHUs U 0003HAYCHHS

['OCT 7.32-2001 CucremMa ctanznaproB no nHpopMauuy, OHOIMOTEYHOMY H
u3naTeNbCckoMy neny. Otuer o HaydyHo-uccaeaoBaTeabCKol pabore. CTpyKTypa H
Tpasuia opopMICHUS

10CT 7.50-2002 CuctemMa ctanaaprtoB 110 undopMauul, OubauoreyHoMy u
H3nareabckoMy neny. Koncepsaumus nokymenros. O0ue tpebosanus

[OCT 21.101-97 Cucrema npoeKTHOH AOKYMEHNTAUWH IJ CTPOWTEILCTBA.
OcuHosHbl€ Tpe©oBaHUA K MPOEKTHOMH ¥ paboyed JOKYMEHTALUU

FTOCT 21.203-78 Cucrema npoeKTHOH JOKYMEHTAaUWUH AJIg CTPOHTENLCTBA.
ITpaBuna yyera n xpaHeHus NOMAHMHHHUKOB IIPOCKTHOH AOKYMEHTALIMH

['OCT 334-73 bymara macwtabHo-koopAMHaTHas. Texuuueckue ycnoBus

I'OCT 597-73 bymara ueprexHas. TexHUUECKUE YCIIOBUS

[OCT P KCO 9001-2001 Cuctemnl McHEIKMEHTA KayeCcTBa. TpeboBanus
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CTO CMK 03-2006 Cucrema MeHEIKMCHTA kadyecTBa. [lopsnok BbIIVCKA
[NPOEKTHO-KOHCTPYKTOPCKOI H Hay4YHO-TEXHHYMECKOH AOKyMEHTauuu. O01uue Tpe-
boBans

CTO CMK 06-2007 Cicrema MeHelXxMeHTa kadecTsa. Cucremel uudopma-
LIHOHHO-TI0HCKOBLIE

CTO CMK 07-2004 Cucrema mMeHeRKMeHTa KadecTsa. CraHaapTel OpraHi-
3auuH. [lopsnok pa3pabotku, HoCTpOCHHS H OQOpMIICHHS

CTO CMK 14-2006 Cuctema menexmenTa kadecta. Ilopsinok BellonHe-
HUS PAaCyCTOB METAIIMUECKHUX KOHCTPpYKUHH. OQoule tpebosanig

CTO CMK 16-2005 Cucrema MEHEKMCHTA KayecTBa. TpeboBauHs K opilt ii-
HajlaM TEXHHYECKOH JOKYMEHTALUMH

3 O0mue noJaoKeHN

3 1 [lopanok pa3paboTKH, pa3zMHOXEHUSA, XPaHEHH U [IOMCKA AOKYMEHTALHH
NO/DKEH 00ecnedyHBaTh Oprauii3auiodHOe CAHHCTBO TPOBEACHHS IPOEKTHBIX, KOU-
CTPYKTOPCKHX H HaydHO-HCCIENOBATC/ILCKHX padoT B HHCTHTYTC, & TAKKC BO3-
MOXKHOCTb WHPOKOH H ONEPAaTHBHOM UH(MOPMALIMH 110 NPOCKTHOH AOKYMEHTAUHM
H IpYyruM pa3padoTkaM HHCTHTYTA.

3.2 [lpou3BoucTBEHHBIC 1IIPOLECCH pa3pabOTKH, Pa3MHOXKECHHUA, XpaHeHus H
MOUCKA JOKYMEHTAUHH AODKHB! YAOBJIETBOPAThL CAENYIOLLUM OCHOBHBIM TpeboBa-
HUSM:

- MPUMEHEHHE aBTOMATH3IHPOBAHHBIX H NPOIrPECCHBHBIX METOAOB BhITNIOJIHE-
HUA UCPTEXKEH M 00SCIICUCHIIE BBICOKQIO KAa4eCTBA rpaduUueCcKiiX MATCPHAIIOB;

~  MCNOJIL30BaHHUE JVICKTPOrpaHUCCKHX H APYTHX MCETOHOB pa3sMHOKEHHS
DOKYMCHTALUMHU, 00ECIIEUEHUE TIONIHOThI, JOCTOBEPHOCTH H YECTKOCTH JOKYMEHTa-
UMK TIpH pa3MHOKCHII;

- YYET M XpaHEHHE NPOEKTHOH U APYIOH JOKYMEHTAUHH B COOTBETCTBHH C
TpeDOBalHsIMHK FOCYIapCTBCHHBIX CTAHIAPTOB;

~  OpraHU3alUus U BO3IMOKHOCTh MHOTQACIIEKTHOTO MTOUCKA NOKYMCHTAUHH.

3.3 JleicTBYIOUIHI TOPANOK YIIpaBJI€lHA TIPOH3BOJICTRCHHBIMU MpoLeccaMu
— NPOCKTHPOBAHIA, pa3sMHOXEHUS M XpaHEHHs JOKYMEHTAUHHU — HalpaBlICH Ha
obecrieyeyre Ka4yeCcTRa UPOAYKUHMHK B LENOM U COOTBeTCTBYET TpeOorauuam N'OCT

P HCO 9001.

4 ¥Ynpap/jeHnue paipaboTKod JOKYMEHTAUHH

4.1 Pa3paboTKa NpoeKTHOH JOKYMEHTAUHHU

4.1.1 TIpou3ROACTBCHHO-TEXHONOIHYCCKUM Opouece pa3paboTKu HOKYyMEeH-
Tall¥H¥ BKJIIOYAECT:

- pacCMOTPCHHE TEXHHUYECKOIO 3aAaHus;

- obecricueHue HCOOXOJHMOII HOPMATUBHOIl NOKYMCHTAUMEH M KOMIILIO-
TEPHLIMH IPOrpaMMaMHK;

2
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-  NPHHATHUE OCHOBHOH PACYETHOM CXEMbI, PAa3padOTKy OCHOBHBIX Y3JI0B;

- BBINIOJIHEHUE pAacHYETOB B COOTBETCTBUM € YCTAHOBJICHHOH PaC4YCTHOHU Cxe-
MOH U HAIPy3KaMH;

- BBIIOJIHEHUE YCPTEKCH;

- TIPOBEPKY UCPTEKEit 1 pacyeToB, HOPMOKOHTPOIIb;

- BHECEHHE W3IMCHCILIH B JOKYMEHTAUHIO, BKJIOUasi U3MEHEHHs 110 Tpedo-
BAHHIO JaKa34yHKa;

- O(pOpMIICHHE HOKYMEHTAUHMH (M3COTOBJIEHHE KalbKH, MNOUMIHCH, Pa3MHO-
XEHUCE);

- cAayvy padoThl 3aKa3uliky;

- cAady NOMIMHHHKOB JOKYMEHTAUMH B APXUB.

4.1.2 BreimonicHue OpUIHHAIIOB YEPTCHKEH H APYTUX HOKYMCHTOB OCYILECTB-
JIAETCs, KAaK MpaBHIIO, Ha EPCOlAbHBIX KOMIIBIOTEPAX C HCII0b30BaHHEM Tpa(u-
YeCKUX nporpamM, pazpabotauubix a8 ¢opmupoBanua ueprexeil KM, KM/L
CTPOHTEILHBIX METAUIOKOHCTPYKLIHI,

4.1.3 Bce opurunaibt rpa()ycCKOii U TEKCTOBOM JOKYMCHTALMU AOJDKHBI
BBLINOJIIATECS B COOTBETCTBUH ¢ TpeboBaHuaMH rpadiiucckoro oopMIIeHHS, YC-
TaHoBsicHHBIMH [ OCT 21.101 u gpyrumu cravnapramu CIIJC, ECK/ u ctanaap-
TaAMH CUCTEMBI MCHEIKMEHTA KAa4eCTBA HHCTUTYTA.

4.1.4 Pazpaborannasg ¢ HCIONB30BAaHHEM KOMIIBIOTEpA HOKYMECHTAUHUS B
3EKTPOHHOM BH/I€ BBIBOAUTCA Ha ruiorTep (dbopmater AO, Al, A2) uiu npdHTEp
(popMatbt A3, A4) 11 U3rOTOBJICHHSA OPUTHHAJIOB JOKYMCHTOB Ha OYMakHOH OC-
HOBE, C pa3pelucHueM He MeHee 360 todek Ha awiM. Menonb3oBaHue MalIUHHBIX
HOCHUTENEH /19 XPAaHEHUs OPHIHHAIOB M KOIMH HE JONYyCKaeTCs.

[TonydeHubii OPUTHHA AOKYMEHTOB NPOXOAUT HEOOXOAMMBIH KOHTPOb, CO-
I'JIACOBAHHE, B HCI'O BHOCATCH H3IMEHEHHS, [10CJIE Yero M3TrOTaBJIMBACTCS IOAJIHH-
HHK Ha KaJIbKE€ MIIM OyMare, KOTOpbIHM 3aBCPACTCHA MNOAJIHMHHBIMU MOANHCAMH HC-
NOJMHUTENECH,

PazMHoxeHue JIOKyMEHTalUMH B HCODXOIMMOM KOIIMYECTBE 3K3EMILIAPOB
[IPOHU3BOAUTCSH C NMOAJIMHHUKA (KaJIbKH C NOLJIMHHBIMU MOMIIHUCAMMN).

KomriektoBanue BOKyMeHTauuH, OpolnopoBKa, caaya 3aka3uHKy IpPOU3BO-
JIUTCS1 OTBETCTBEHHBIM UCIIOJIHHTENEM.

4.1.5 OTBeTCTBEHHbIM 3a METOAHYECKOe OOecneyeHne BHITIOIHECHHS OPUTH-
HAJIOB YEPTEKEH U APYTUX JOKYMEHTOB Ha EPCOHANBHBIX KOMIIBIOTEPAX ABISIETCA
OHUT.

[IpuobpeTeHue KOMNOBIOTEPOB, OPITEXHUKH H NPOrpaMMHOr0 00ECeYeHUd
ocyitectBagercsa otaenoM OMT Ha ocHOBaHUYM 3asBOK NOAPa3AEICHUH.

Texuuyeckoe obcnyxupanude, obecneyee pacxoqHbIMU MATEPUANAMU TaK-
xe ocywectensercs OHUT.

4.1.6 TlpoekTupoBaHHEe BPYUHYIO IIPOU3BOIUTCH C MPHUMEHEHHUEM UYEPTEKHO-
ro CTaHKa Ha YEpPTEKHbIX OCHOBAX:

- bymara ueprexnas no 'OCT 597;

- Oymara macwtabHo-koopaunatHas no I OCT 334.
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4.2 Pa3paboTka Hay4HO-TEXHHUYECKOH JOKYMEHTAUHH IIPOBOJMTCA B COOTBET-
crevH ¢ Tpedborauuamu [OCT 7.32 u CTO CMK 03-2006, a HopMaTHBHO#H HOKY-
mMeHTauud — 1o ITOCT P 1.5 u CTO CMK 07-2004.

4.3 Undopmauusa no HOPpMATHBHOIM JOKYMEHTALHMY

4.3.1 ObecrneyeHHe HOPMATUBHOI W APYTOH TEXHHYECKON IHOKYMEHTALUEeH
OCYILUECTBJISAETCS OTAENOM oTpaciesoro uH@opMauuoniioro d¢ouna (OOUD),
UMEIOILHM (OHABL:

- HOpM npoexkTHpoBaHus B obnactu ctpoutenscTea (CHull, CI1, metoatiku,
PCKOMEHAALIHH, PYKOBOACTBA H IPYTHC) H H3MCHEHHH K HIM;

- MEXTOCYNApCTBEHHBIX M HauMoHanbtblX cTanaaptoB PO, MetoauuecKux
yKa3zanui d APYTUX HAOKYMEHTOB PocTexperylHpoBaHMs, TEXHHYECKHUX YCJIOBHH
(Ha MaTepHaibl, KOHCTPYKLIHH);

- HaYYHO-TEXHUYECKOHN W CMPABOYHOH JIHTCPATYPLI.

Ob6paborka 1 kinaccuHKauug NOCTynawLen B Pona J10KyMEHTAUNH TIPOU3-
BOJAMTCS Ha OCHOBE CHCTEMb! «Y HHBEPCAIbHOH ACCATHYHOH KI1aCCHDHKALIHUN.

432 XpaHeBue NOKYMCHTAUWH TIPOM3BOXHTCA Ha CTEIJIAXKaX U B JKECTKHUX
[anKax.,

4.3.3 H3meHeune M AONONHEHHE HOPMATHBHBIX HOKYMEHTOB NMPOU3BOAUTCS
Ha ocHoBe uH@popmaluuu Pocctpos (BCT — «blosIeTeHb CTPOUTENLHOU TEXHUKU )
i Pocrexperynuposanus (UYC — «Mudopmaunonnbli yka3aTesib CTaHIAPTOB»).
TeKCT u3MEHEHUH pa3zMHOKAETCS U BHOCHTCS BO BCC 3K3EMIUIAPBI JOKYMEHTOB, a
TAKKE JOBOAHTCH 0 CBEACHHUSA Aep KaTelicH B OTHCNAX.

OnepaTuBHOE M3BCLUCHHE CIIELHAJIMCTOB U PYKOBOACTBA HHCTHUTYTA O HOBBIX
[MOCTYIUICHUSAX TIPOU3BOAMTCS NYTEM BbINyCKa HHPOPMALUMOHHBIX JUCTKOB «HH-
dopMariug OO D o HoBBIX OCTYNIEHHSIX ).

4.3.4 OTMEHECHHBIC U YCTApPEBIUHE NOKYMEUTh], OCTaBJICHHBIC 171 HHOpMa-
LIMOHHBIX M IOPHAHYCCKUX LieJIEH AOKHBI ObITh HACHTHPHLUUPOBAHLI H XPAHHTHCH
OTACILHO.

S PasmHoxenHe 1 opopmMaeHHne JOKYMEHTAMH

5.3 [Ipou3BOACTBEHHBIM TIpOLECC Pa3MHOKEHH H OQOpPMIIEHHUS HOKYMEHTA-
LMY HEMOCPEACTBEHHO BIHMACT Ha KAUECTBO BhIIIYCKACMOM NPOAYKUMH Ha 3aKIIIO-
YUTEILHOM 3T1ane ee usrorosneHus. [lpouecc OCylUECTBAsSETCA OTAEIIOM TEXHHYE-
CKOro 0OecnedyeHHuss MpOU3BOACTBA (rpyrna BBIIYCKA U Pa3sMHOXKCHUS Hay4yHO-
TEXHHYECKOW HOKYMEHTALHHU ):

-  W3rOTOBJICHHE OPHWIHHANA JIOKYMEHTA Ha KaJlbKe METOLOM HEIoCpeact-
BEHHOT'O 3JIEKTPOrpadMuecKoro BOCIIPOH3BEACHHS OPUTHHAIIA, BLIIOJHEHHOTO Ha
OyMaXHOM HOCHTENE,

- M3rOTOBJIEHHE KONUKH Ha OyMa)KHOii OCHOBEC NyTeM pa3MHOXKEHHA I[10-
JIMHHUKA JOKYMCHTA, BBLIIOJHEHHOI'O Ha KajpKe WiH Oymare (s TEKCTOBBIX J10-
KYMEHTOB);

4
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- KOMILIEKTOBaHue, OpOLUIOpOBAHUE H TIEPEIJIET.

5.4 M3rorosneHuce KajabkH H KONMH JOKYMEHTOB 11POH3BOJAUTCA MalUMHHBIM
Ci10coO0M Ha MEKTporpaPuUecKkoM potaudoHHom arnnapate (PIOM) tuna 3P-600,
IP-620M. Haubouee uesiecoodbpasHo npuMmeHenue popmatos A0, Al, A2.

5.5 Pasmuoxenue TEKCTOBOH H rpadMuecKOd HOKYMEHTauuH gopmaTtoB A3,
A4 upowussoauTcsa ua anmnapatax THna «Kcepokc-245» H «Kcepoxe-345», «Kce-
pokc-3030», «Kcepoxe-3837».

3.6 TpeboBauusa K KaueCTBY rpa)uueCcKOro U TEKCTOBOTO BBINOIHEHUS 1OKY-
MCHTOB 1101 JICKTPOrpaguueckoe KONupoBanue, HX QPU3HYECKOC COCTOsHHE (Ha-
JTHYHE NeperudoB, CMATHA, pa3pblBOB U T.1.) H3noxelsl B C'10 CMK 16-2005.

5.7 Ilpy pazsMHOXKEHUH JOKYMEHTAUMU UCIIONL3YIOTCH:

- ©ymara ponesas. Odcer;

- Oymara nucrosas A7 OQHCHOH TEXHHKHU;

- pIM-KalbKa.

[Ipumeusemniec MaTepHalibl JOJKHBI COOTBETCTBOBATL TpeOOBaHUIM HOpMa-
THBHBIX JOKYMEHTOB H UMETh CCPTHHKAT.

5.8 KoMIulekToBale JOKYMEHTAUHH 11 OPOWMIOPOBKH U TIepernera 1npous-
BOAHTCA OTBETCTBEHUBIM HCTIOJIHHTEIIEM PabOTHL.

5.9 OTBercTBEHHOCTH 3a obccneycHue paboTbl MBOXHTENLHONU TEXHHKHU BO3-
jlaraeTca Ha 3aMeCcTHTeNd AMPEKTOopa.

6 XpaHeHHe NIOKYMEHTaAUuHH

6.3 TexHuuyeckHil apxMB B COCTAaBE OTHEa OTPACICBOro MHPOPMALHOHHOIO
¢poHna (OOUD) ocyuuecTBager GyHKUMM NPHEMA, YUETA, XPAHEHHS 1OKYMEHTA-
UMM M OTIepaTHBHbIH MHOCOACIIEKTHbIN ITOMCK C BblauyeH HH(pOpMaLUUHU 110 3ampo-
CaM [IPOCKTUPOBIIHKOB H CTOPOHHUX OpPTaHW3aUH.

XpaHEeHHE NOMTHHHUKOB NOKYMECHTALHH B OTAE/aX HEe 1ONYCKAeTCH.

[TpoekTHas ZOKYMEHTALMA, HaX0As1asacs B OTAeNaX, UACHTUPHLUHPYETCA KaK
«dnsa nadopMaLMOHHBIX Lelei», 0 YeM B NIPaBOM BEPXHEM YTy THTYJILHOIO JIHC-
Ta IPOH3BOAUTCA COOTBETCTBYIOLLAS 3alLIHCh C TIOAIIMCHIO PYKOBOLUTEJIS M10Apa3-
AECHHUA.

6.4 TexHHYECKMI apXUB OCYIUECTBIAET XPAHEHUE CICHYIOWIEH NOKYMEHTa-
LIMH:

- TOMJMHHUKOB pa3paboTaHHOH TPOCKTHOH H KOHCTPYKTOPCKOH [OKYMEH-
TALUM [N 3aKOHYCHHBIX CTPOMTC/ILCTBOM OOBEKTOB, BKJIOYAd IJOKYMCHTAILHIO,
NOJNYYEHHYIO OT 3aKa3uMka, [ eHIIPOCKTUPOBLLHKA,

- TIOLJIMHHUKOB NPOEKTHOH H KOHCTPYKTOPCKOM AOKYMEHTAlUHH Ha CTPOs-
[vecs 00BLEKThI, €CIIU MPOCKTHPOBAHHE OCYIECTBIIAETCS M103TANHO;

- NOAJIMHHWKOB pacHCTOB METAJTIOKOHCTPYKLMH;

-  TIOAJIMHHHUKOB TEXHHYCCKHX OTUETOB MO 00CICA0BAHUIO TEXHUUECKOT'0 CO-
CTOSHHSA M OHArHOCTUPOBAHHIO OOBEKTOB, IKCIIEPTH3EC MPOMBILUIICHHOH Oe3orac-
HOCTH;
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-  TOMIMHHHMKOB 3KCIEPTHLIX 3aKIIOYEHHH H PEKOMEHIALIHH,

- $oHna THNOBBLIX NMPOEKTOB, pa3pabOTAHHLIX paHee MHCTUTYTOM, €ro dn-
NHalaMH M APYTHMH OpraHH3aluaMu (MOANUHHHKH WK AyOIMKaThI);

- (douna pynoHoB MHKpPOdUILMOB APOCKTHON HOKyMEHTAUKH, pazpaboTan-
HOM WHCTUTYTOM W nepedaHHONW Ha OGeccpo4uHoe XpaneHue B Poccuilckui Tocy-
NapCcTBEHHbIH apXUB HaydHO-TeXHH4eckoi AoKymeHTauun (PI AHT/) nin 3akas-
YHKY.

6.5 Ha xpaneHue upuHUMaeTcs JOKyMEHTALHSA, BLITIONHEHHAS HA KaJlbKeE, T10-
JIyYEHHOH JIEKTPOrpadgHUECKUM METOAOM, 3aBEPCHHAS TTONJIHMHHBIMH TTOANHCIMH.

ECnu NOMIMHHHK MPOEKTHON HIH KOHCTPYKTOPCKOHM JOKYMEHTALMH BbII0JI-
HEH HAa OYMa)KHOM HOCHTEJIE, TO NPOU3BOANTCA H3TOTOBJIEHHUE €TI0 KOMHH Ha KAJlb-
Ke, KOTOpas 3aBepsAeTCs INIABHBIM UHKEHEPOM MPOEKTa 3anMchbio «C NOMNKHHHBLIM
BEPHOY.

Jlonyckaercs npHeM Ha XpaHeHHe 3aKIIOYEHUH, PeKOMEHIAUHi H T.11., BbI-
NOJHEHHBIX Ha OyMaXXHOM HOCHUTENE Ha NUCTaxX popmata A4 unu cPalbLOBAHHBIX
Ha HErO H 3aBEPEHHBIX MOIJIUHHBIMH [IOANHCAMU UCTIOJIHUTENICH.

PacueThl METANNOKOHCTPYKLUHMII NPUHHUMAKTCS HA XpPAaHEHUE B PYKONMCHOM
MM pacnevyaTaHHOM C KOMIIbIOTEpa cOpOIOPOBAHHOM BUJIE HA OyMare UM Kanb-
Ke B cooTBeTCTBHH ¢ Tpeboanuamu CTO CMK 14-2006.

6.6 [Ipu nprueme nOKyMeHTAUHUH HA XPAHEHHUCE TIPOBEPSIOT:

- KOMIUIEKTHOCTb B COOTBETCTBHM C BEAOMOCTBIO YEPTEXKEH WIH CONEPHKaA-
HUEM;

- HaJIMyMe YCTAHOBJICHHLIX TTOANUCEH H AT,

- NPUTOAHOCTH AJI XPAHCHHA U CHITHS KOITHH.

6.7 Peructpauus JAOKYMEHTaUuy, NOCTYIAOWEH B apXHB, MPOU3BOAUTCA B
HHBEHTAPHON KHHUTE C NPHCBOGHUEM WHBEHTAPHBIX HOMEPOB B COOTBETCTBHHU ¢
tpeboBanusmu [ OCT 21.203.

HeyuTeHHas nokyMEeHTALMA CUHTAeTCs HENEUCTBUTCABHOHN U Nepejaya ee 3a-
Ka34yHKaM H CTOPOHHHM OpraHHu3auusAM 3allpeiiacTcH.

6.8 OnHoBpeMeHHO ¢ perucTpanueii AOKYMEHTAUHH B MHBEHTAPHOH KHHIE
3aMOJHACTC y4eTHas kaprodka no ¢opme 1 TOCT 21.203, koTopasg XpaHuTCs B
KapToTEKE apxHBa 6€CCpOUHO.

6.9 XpaHeuue Bceil JOKYMEHTAL MU OCYLICCTBIACTCA B pa3BEPHYTOM BHIC B
cneuuanbHbIX wradax. [To ucrteuewnu 10 NeT, eCny WKagb! NCPEIIONHEHD!, AOKY-
MEHTaUHs cdanplioBbIBaCTCA Ha popmar A4, NOMELAETCS B XKCCTKHE MaNKH U
CTAaBUTCS Ha XpaHeHUE Ha CTENaXKU.

Cremnaxu A0JKHBI KMETh MAapKUpOBKY (OMPKH) 110 HOnycKaeMoil Harpyske.

6.10 B nomeunleHuH TeXHUUECKOT0 apXHBa LOJIKEH 00ECHEUYUBATLCH TEMIIE-
PATYPHO-BAAKHOCTHBIA pexxum B coorBeTcTBUHM ¢ [ OCT 7.50.

3HaycHHA MApaMETPOB OKpYyKaleH cpeabl {TeMmneparypa H BJI&KHOCTBH)
AOIDKHB! (PUKCHPOBATLCA B KypHasie HaONIONCHHH [IBA-TPW pa3a B HECACHIO B OAHO
U TO K€ BpeMs CYTOK.
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6.11 Brinaua noNUHHUKOB il BHECEHUS H3MEHEHUH, CHATHA KOIIHH MIPOU3-
BOJUITCH HA OCHOBAHHW pa3pcuiCHHS HA BiHECEHHC W3IMEHEHUH B COOTBETCTBHH C
[OCT 21.101 v no pacniopsixeHHIO pyKOBOJCTBA HHCTUTYTA.

6.12 Cpoku XxpaHEHHS TIOMIMHHUKOB JOKYMEHTAUUH B COOTBETCTBHH C YCTa-
HOBJICHHBIMU MNpaBWIaMH W HHCTpyKuusamH PenepasibHON apXUBHOH CiaYyXObl
OOJKHBI COCTaBAAThL AN MNPOCKTHOH JOKYMEHTAUMH HE MEHee 25 JIeT I10Cie 3a-
BEpLLEHHA pa3paboTKH, 110C/Ie Yero oua repegaerca Ha OECCpOYHOE XpaHEHHE B
PITAHTA.

O1bop HOKyMEHTAalUHH 71 NEpeliaud Ha ToCyAAapCTBEHHOE XPaHEHUE HIH
[IPOAJICHIC CPOKOB XPaHEHHS B HHCTHTYTE OCYIUCCTBIACTCS ClIEUHalibHOH KOMHUC-
CHCI1, CO34aBacMOH UPHKA30M [10 HHCTHTYTY.

[lepenaua noxymeutaunuu B PTAHT/L npoussomiites no akty. HoMmep akta u
JAaTa IPOCTABJAIOTCA B YUETHOIl KAPTOUYKE Ha JAaHHYIO JOKYMEHTALHIO, XpaHALLECH-
Cd B KapTOTCKE.

7 [loMCK JOKYMCHTALIHH

7.3 Tlouck pokyMmeutauun ocyuectsiscrces B coorsercTeud co CTO CMK
06-2007.

7.4 TlpeaycmoTtpenst 1(B€ (OpPMbI LIOHCKA: OAHOACNEKTHBIH H MHOTOACHEKT-
HBIH.

O4HOACNEKTHBIA TIOUCK OCYLIECTBIIACTCS IPH KOHKPETHOM 3alpoce, Korna
Ha3Hayactca wHpp odbekTa. MHOTOaCIIEKTHBIA TTOUCK OCYHIECTBIAETCS B Cllydae
3a11poca, Korla YKa3blBaloTCs JIHIIE ACHCKThI HHTCPECYIOWEro 00bekTa 6e3 ykasa-
HUA KOHKPETHOI O agpeca.

7.3 lna obecrnieueHuss HHGOPMALIMM B TEXHHYECKOM apXHBE QYHKUHOHUPY-
0T

- KApTOTEKa YYETHBbIX KapTOYCK MO JOKYMEHTaUWH, pa3padaTeiBaeMoOH OT-
AelaMu UMHCTHUTYTA (CM. 11. 6.6),

- [IOHCKOBAasi KAPTOTEKA YYETHBIX KAPTOYEK 110 pyOpHKaM OOHLEKTOB;

- Kaprorteka nepdokapt (1o cocrosuuo Ha [991 r.) no pybpukam: «3na-
HUA», «Coopyxkenus», «llpeanpuarus», «Homepueie npeanpudatua», «HHP» -
HAaY4YHO-UCCIIE0BAaTE/ILCKHE paboThl;

- KapTOTE€Ka MUKPO{HILMOB.

7.4 YCTaHOBNEHHDbIC TNOMIMHHUKH BBINAIOTCSA TPOEKTHPOBILUMKY I O3Ha-
KOMJICHHS.

Jns o3HakoMieHHs ¢ MUKpO(UNbMaMH HCMOJIB3YETCA YUTANBHBIN anmnapar ¢
YBEJIHUEHHEM.

[locie o3HaKOMIICHHS MO 3aKa3y NPOSKTUPOBIIMKOB TEXHUUECKHH apXHUB H3-
roTaBIMUBaeT Ha POM HeoOXoAHMbIE KOTTHH TOKYMCHTAL[HH.

CHATHC KOUMII ¢ NMOUNMHUHUKOB NMPOH3BOAUTCS ¢ Pa3peileHus I1aBHOIO HH-
KEHEpa NPOEKTa HJIM HavaJlbHHKaA OTIEla.
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